Date: 4/12/14

version: 2 Public Contact Office Process - Property — Found Identifiable and Non Identifiable
s
Force Contact Model Office To Be Process - Property — Found
N 4
- N
Gather Information Assess Threat & Consider Policy & Identify Options and Take Action &
& Intel Risk Power Contingencies Review
Customer
contacts WMP
( ) ( Reassurance and Wrap Up: )
Record the property on the Property ( ) )
Public Contact Officer responds with System as found property. * Place propert.y in the relevant e Recap on your actions with the customer;
_ salutation _ e Update the system with: Property bag; e Give the customer the Property number;
(“Good morning/afternoon/evening, how N e  Finder's details — name and ¢ Plarje the receipt in the Property e If required, give the customer a receipt WG586;
can | help you?”) (;dentlf;abled.? address; L) tS)ag,I the P o bag: ———»1 ¢ Ask the customer if they would like to be notified if an
+ wher founa e  Description of the property; : Plea € Froperty bag, owner is found and if their details can be given to the
. Location; ace the Proper‘ty in the Temporary owner if requested;
Actively Listen to customer reporting Yes . Time and date;_ r?r':)csetglrﬁes.ee guidance for DP Store e Make the customer aware of _the ‘Claim R_estraints’;
details, e  Print out a receipt. \_ y, e Thank the customer for handing the item in;
Investigative Questioning: \ J (¢ Closevisit. )
What?, Where?, When?, Why?, Who?, A
How?
l Intel Prompt No ( \
( ) Consider: Property Record the property on the Property System as
Gather the details from the finder: VS| OASIS, found property. 4 )
. Name; Corvus, PNC, and . Update the system with: . Locate the owner’s contact details;
5 e  Address; Flints e  Finder’s details — name and address; e  Make contact with the owner to If no contact telephone number for the
© . DOB; . Description of the property; notify them that the item has been owner is known: %owever we have an
= . Contact number; Examine item Is the property . Location; found and to arrange collection; address print é)ff the Iettér from the
@) thoroughly to ensure ubject of a crime2 e Time and date; —p»| ¢« Explain that they will need to provide Property System and send it to the owner
i Obtain a description of the found item that is not identifiable. e Printouta rece_|pt. ID and the times of collection. to inform them that their property has
< . Description; . Place property in the relevant Property bag; been found
c e  Location: Prompt Non Identifiable Yes e  Place the receipt in the Property bag; Update the Prope_rty System with all
o e Time and date. This could be: . Seal the Property bag; actions.
@) Create an eNote Record An empty purse; ' e  Place the Property in the Temporary DP Store L D
o . ’ see guidance for DP Store procedure.
= \ Umbrella; _ L 9 P )
_g Prompt Item with no serial
a Where possible the finder number. Code or name ] ]
should be encouraged to Low value. Station Resolution
retain the property
dependent on retention - A 4 ~ e A
guide. Record the property on the Property System as - \ Create Log and grade as Station Resolution and
If low value see Binning Crime property. request for FSI and include the property description in (
process. . Update the system with: . Place property in the relevant the FSlI list with the Property reference number, Crime Update the CRIMES System
Prompt »  Finder's details — name and address, contact Property bag; reference number, Reason and OIC. Investigation log with
If the item is cash, drugs or details_ ‘ . Place the receipt in the Property ‘ . All detal[s of a9t|ons include the FSI
counterfeit curréncy or . Descr'lptlon of the property; N bag; Y _ Update the Log with: N request including Log reference
8 . Location; . Seal the Property bag; . The Crime Property number; number;
firearm then see other e Time and date; . Place the Property in the Temporary e  Details of the property; e  Update with the Crime Property
processes. e Record the Property as ‘Crime’; DP Store see guidance for DP Store e  Reason for request; reference number.
e  Change the OIC (where applicable) to the officer procedure. e Allrelevant details including Crime reference number; ¢ Notify the OIC of actions by e-mail.
dealing with the Crime report; L ) \
. Print out a receipt. Close Log
\ 7
Prompt Prompt l

Be mindful of handling property — Fingerprints

etc

Only create log for FSI when believed
that further evidence can be gained for
investigation purposes.

Wrap Up and close:

Recap on your actions with the customer;
Give the customer the Property number;
If required, give the customer a receipt WG586;

owner is found and if their details can be given to
owner if requested.
e  Make the customer aware of the ‘Claim Restraints’;
e  Thank the customer for handing the item in;
e  Close visit..

Ask the customer if they would like to be notified if an




	Property - Found Stage 4 V4.vsd
	Portrait


